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Banner Admin Pages 
Attach Deposit Backup Documentation in Xtender 

Step 1 Complete Required Training 

1. Complete “ECU Banner Finance Training for New Users,” this online training is required 
for all employees prior to requesting Banner Finance Security.  Register for online 
training. 

2.  Complete Departmental Deposit Training, register in Cornerstone. 
3. Complete the online Xtender Training 

Step 2 Review current Banner security 

1. Log into ecuBIC to view current Banner Finance security access. Next enter your 
PirateID using all upper case and click ‘View Report.’  

2. Log into ecuBIC to view current Xtender security access.  Next enter your PirateID using 
all upper case. Select PBAN from the Datasource dropdown and click ‘View Report.’ 

Step 3 Request Banner security and Xtender security 

1. Submit a Banner Finance Security Request for Departmental Deposit access. 
2. Submit a Xtender Security Request for F-FS-DEPOSITS access. 

Step 4 Attach Deposit Backup Documentation in Xtender 

1. Log onto Banner Admin Pages. 

2. Banner Admin Page TGACREV is used to Close the Banner Session.  Stay on BAP 
TGACREV 

• Place cursor in the Receipt Cell located in the Cashier Session Detail 
Block 

 
• Click the   icon located in the tool bar 

 
• Receipt Number and Document Type will be populated 

https://eastcarolina.csod.com/samldefault.aspx?ouid=2&returnURL=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253da1fc6bfb-6da1-4bb3-b637-2debdd64f541
https://eastcarolina.csod.com/samldefault.aspx?ouid=2&returnURL=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253da1fc6bfb-6da1-4bb3-b637-2debdd64f541
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Feastcarolina.csod.com%2Fsamldefault.aspx%3Fouid%3D2%26returnURL%3D%25252fDeepLink%25252fProcessRedirect.aspx%25253fmodule%25253dlodetails%252526lo%25253dbb51da86-668d-4e02-a503-722067790463&data=05%7C01%7CDOUGHTIEP%40ecu.edu%7Cd74689bbf8aa42cc159408db46618f50%7C17143cbb385c4c45a36ac65b72e3eae8%7C0%7C0%7C638181157049844095%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=wWd6UIq71sJtp%2BJAmerhOSZHR7UDJ2mowwb4nrl6Vz4%3D&reserved=0
https://eastcarolina.csod.com/samldefault.aspx?ouid=2&returnURL=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253d2d46005a-e41c-451f-8053-17db56b5ad69
https://ecubic.ecu.edu/reports/report/ecuBIC/Finance/Systems%20Coordination/ecuBIC_SecurityClassLookup_byUserid
https://ecubic.ecu.edu/reports/report/ecuBIC/Xtender_Team/GroupListByUserid
https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2018/05/Instructions_Requesting_Xtender_Security_E_FS_DEPOSITS.pdf
https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2018/05/Instructions_Requesting_Xtender_Security_E_FS_DEPOSITS.pdf
https://www.ecu.edu/banner
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NOTE: Document number (begins with K) will be created after the Cashier’s 
Office approval and the nightly deposit process. 

 
• Enter Session UserID (PirateID), Session Number, and select Department from 

the dropdown 

 

• Click the Add Page  icon 

 
• Click Browse to select the departmental deposit scanned backup documentation 
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• Select the departmental deposit scanned backup documentation 

 
• Click Open 
• Click UPLOAD 

 
• Click SAVE located on the right below document information 
• Return to Banner by clicking the Application Navigation tab located in the address 

bar at the top of the browser 

Helpful Tips 

• Departmental Cashier’s office email address is departmentalcashier@ecu.edu 
• Deposit Instructions Website 
• Xtender Instructions Link 

mailto:departmentalcashier@ecu.edu
https://financialservices.ecu.edu/intranet/deposit-instructions/
https://eastcarolina.csod.com/samldefault.aspx?ouid=2&returnURL=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253d2d46005a-e41c-451f-8053-17db56b5ad69
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